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3.5 ADMINISTRATIVE ASSISTANCE 
 
School administrative assistants are responsible to the Deans of the Schools, who, along with 
department chairpersons, program directors, and faculty within the respective Schools, have 
priority in the use of their services. 
 
The services of the administrative assistants are generally restricted to matters concerning the 
ordinary business of the College. Assistance is not provided for personal or private material or 
for material which does not concern the School or professional development.  
 
Administrative assistants are available to faculty, department chairpersons, and program directors 
for such matters as preparation and distribution of correspondence, announcements, 
department/program brochures, course syllabi, course policy and procedure information, and 
examinations. Services are also available for the preparation of faculty development grant 
applications, sabbatical proposals and reports, letters of recommendation, manuscripts and 
papers accepted for oral presentation or written publication, etc. Other services may include the 
recording of department or program meeting minutes, or the coordination of such functions as 
meetings and various department/program events. 
 
Final examination material to be typed must be submitted at least four working days prior to 
examination time. For other material, a minimum of three working days must be allowed for 
typing, although a longer time for completion should be expected on lengthy material. 
 
 
